
How to back up your PST files in Outlook 
 

 

1. Click on “Account 

Settings” 

 



2. Click On “Account 

Settings…” 

 



3. Click on the “Data 

Files” Tab 

  

 



4. Click on “Open File 

Location…”  

 



5. Select all the files 

and folders you want 

to back up.  Copy 

them into a 

destination location. 

 
 


